
Knowledge Center Operational Group (KCOG) Tips 

  Designating Instructors to Train Courses 

Background:  The Knowledge Center (KC), allows you to designate or manage instructors to 

train courses.  If the particular course is not designated for the trainer, the trainer will not 

populate when you attempt to assign them to a event. 

Trail to utilize to get to instructor management: 

Home >> Administration >> Manage Training >> Instructors 

 

Step 1:  At this point, you can either enter a specific name or hit search to populate all trainers. 

 

Step 2:  Select manage from the drop down menu and hit go. 

 

Step 3:  Click on the courses tab. 
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Step 4:  This will provide you a list of courses the trainer can train.  If the trainer is designated 

an additional course, the trainer manager can choose select course from the drop-down menu 

and hit go. 

 

Step 5:  If you are adding a course, put the course number in the search text and hit search. 

 

Step 6:  Click on the box adjacent to your desired course title and click add selected. 

 


